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DEPARTMENT OF HEALTH AND HUMAN SERVICES 
OFFICE FOR CIVIL RIGHTS 

SAMPLE POLICY ON COMMUNICATING WITH LIMITED ENGLISH 
PROFIClENT PERSONS1 

POLICY : 
No person will be denied equal access to services based on hidher inability, or 
limited ability, to communicate in the English language. 

PURPOSE. 
To effectively communicate with limited Englishproficient (LEP) persons to ensure 
their meaningful access to services and benefits. 

GUIDELINES: 

The LEP person will be made eware, a; each entry point for s e ~ c e s ,  that helshe 
may request the servicesof an interpreter, or other appropriate communication aids, 
provided by the facility. This notification will be made verbally by staff, beposted 
at entry points throughout the facility, and/or, be printed on forms and brochures. 
A person's request for communication assistance will be noted in his or her 
record. 

The procedure and information necessary for securing q-aalified2 foreign language 
interpreters will be readily available to all staff members, especially those who are 
in direct contact with patients, (e.g., physicians, nurses, aides, billing clerks, etc...). 

Staff members will be instructed that it is the facility's obligation to ensureeffective 
communication with LEP persons,not the LEP individuals' responsibility. 

If the facility utilizes in-house staff as interpreters, these staff members will be 
appropriatelytrained? 

'F6dcralfund recipients should maintain r rimilarpolicy on communicatihg with deafhard of btsring and 

ccording to the Amaicans with Disabities Act of 1990,a"qudScd" sign language interpreter h m 
able to intqmt effectively, acauaicly, and irnparrially both q t i v e l y  and expressively, using 
iatizedvocabulary." The Office for Civil Rights rccomrnendstha!, whenever possible, a foreign 

page mtqmter k similarlyquatifid 

[ 'A recipient should ensurr that it usesp n s  who an competent to provide interpreter srm'ces. 
Competency does not n  d y mean formal cctti6cation as an inmpmer, though tbis cemfication genaally is 
preferable. However, the competency rrquirrment does contemplate proficiency in both English and the other 
language, orientation or training which includes the ethics of interprctjng, and fundamental howledge in both 
knguages of any specialid trims d conceptsp s d k  to the recipient's propam or activity. 
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The facility will ensure ready access to community andlor contract interpreter 
resources. These resources will be utilized in the event the facility does not have 
sufficient andfor competent in-house interpreter resources and in the event in- 
house interpreter resources are not available for a specific language or at a specific 

, time. All costs incurred through the use of a contract interpreter will be paid 
.. by the facility. 

All staff members will be instructed not to requirdrequest that LEP persons utilize 
family members, especially children, or fiends as foreign language interpreters. 
Family or fiends' emotional involvement with an LEP person can jeopardize 
interpretationftranslationofcriticalinformation. Additionally, family or fiends may 
not be adequately versed in the specialized terminology required for communication 
between the LEP person and the provider. A person's own interpreter should 
only be used a t  the request of the LEPperson, and when use of that individual 
would not compromise the effectiveness of services or violate the LEPperson's 
confidentiality. An LEP person's request to use hisher own interpreter will 
be noted in the person's record. 

Similarly, staff members will be instructed not to utilize other persons awaiting 
services in the waiting area as interpreters. In addition to the issue of interpreter 
competency, LEP persons, like all members of the general public, have a right to 
keep medical or personal information about themselves confidential. 

All vital documents will be translated into appropriate languages and made readily 
available to LEP persons. Site translation of written materials available only in 
English will be provided as needed. 

The language assistance program developed by the facility will be monitored on a 
odic basis to measure its effectiveness. Modifications to the program will be 

ade whenever necessary to ensure that LEP persons have meaningful access to the 
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SAMPLE COMMUNICAnON PROCEDURG 

All staff members should follow the following steps in order to secure foreign language 
interpreter senices: 

Step 2. 

step 3. 

staff on securiag foreign lan rpreters should be provided in 
der of preference of communication resource. For example, if a facility maintains a list 
in-house qualified interpreters, staff should be instructed to utilize this communication 

esource before utilizing a supplemental resource such as the AT&T Language LIne or 
communication cards. 
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FOREIGN LANGUAGE INTERP-


Staff Interpreten:-. :  Position Lanrmnge Shift m 

Community ResourcelContract Interpreters: 

&me lda.uUX i!kw S~ecialInstructions 

A copy of the above list is maintained at the following locations throughout the facilily: 

'E guidelines and pr 
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